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CORRESPONDENCE STUDY SCREEN INSTRUCTIONS  
 

 
FAA 
Correspondence 

The FAA Distance Learning screen allows agency employees to enroll 
online for Correspondence Study courses. 

Study 
 

 
 
 The online program provides the following capabilities: 
  Register as a student 
  Change/ update Student Profile data 
  Enroll in FAA Correspondence Study courses 
  Check enrollment status 
  Submit tests/ exams 
  Check test/ exam results 
 
  

 
Correspondence 
Study Office 

Correspondence Study Office personnel are available to answer 
questions and provide assistance. 

Support 
 eMail: 9-AMC-AMA-Correspondence-Study@faa.gov 
 
 Phone: (405) 954-0227 
 
 FAX: (405) 954-0231 
 
  

 



Correspondence Study Program 

10/31/2007                                                                                                                                     2                                   

NEW STUDENT REGISTRATION  
 

 
New Student  The first step for a new student is to register. 
Registration 

 
 

 
 Select New Student Registration from the left menu of the FAA 

Distance Learning screen. 
 
  

 
Registration 
Welcome 

The “intro” screen provides basic information regarding the registration 
process. 

Screen 
 

 
 
 Click on the Continue button to proceed to the first registration screen. 
 
  

 
Step 1: Select from the following student categories: 
Student Type  FAA Employees 
  Non-FAA Employees 
  International 
 
 NOTE: Online registration is not available for International 

students.  
 
 Continued on next page 
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NEW STUDENT REGISTRATION   
 

 
Step 1: 
Student Type 
(Continued) 

 
 
 Click on the Continue button to proceed to Step 2. 
 
  

 
Step 2: Enter the identified information in the appropriate data fields. 
Personal  
Information 

 

 
 
 NOTE: Those data fields marked with an asterisk (*)  

indicate required entries. 
 
 Student Login. The student’s eMail address will be used as his/ her 

Student Login.  
 
 Continued on next page 
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NEW STUDENT REGISTRATION 
 

 
Step 2: 
Personal 
Information 

Password. The password must contain 4-8 characters consisting of 
numbers (0-9), upper/ lower case letters (A-Z or a-z), and symbols  
(@, %, &). [The password cannot contain spaces. ] 

(Continued) 
 When all entries are completed, click on the Continue button to proceed 

to Step 3. 
 
  

 
Step 3: Enter the identified information in the appropriate data fields. 
Professional  
Information 

 

 
 

 
 NOTE: Required data fields are marked with an asterisk (*). 
 
 When all entries are completed, click on the Continue button to proceed 

to Step 4. 
 
  

 
Step 4: 
Supervisor 
Information 

The supervisor’s name and eMail address are required for FAA 
employees/ contractors. An eMail message requesting enrollment 
approval will automatically be generated to the supervisor. 

 
 Continued on next page 
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NEW STUDENT REGISTRATION 
 

 
Step 4: 
Supervisor 

NOTE: Supervisory approval is REQUIRED for all Correspondence Study 
enrollments. 

Information 
(Continued) 

 
 
 NOTE: Those data fields marked with an asterisk (*)  

indicate required entries for FAA employees/ contractors. 
 
 Click on the Continue button to proceed to Step 5. 
 
  

 
Step 5: Enter the mailing address where course materials are to be shipped. 
Mailing  
Address 

 
 
 NOTE: Required data fields are marked with an asterisk (*). 
 
 Continued on next page 
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NEW STUDENT REGISTRATION 
 

 
Step 5: 
Mailing 

When all entries are completed, click on the Continue button to proceed 
to Step 6. 

Address 
(Continued)  

 
Step 6: 
Finish 

The final screen is a confirmation that the registration process has been 
completed. 

 
 

 
 

 
                                          

 
 
 This screen identifies the Student ID, Login ID and Password which will 

be used to enroll in the Correspondence Study Program. 
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CURRENT STUDENT LOGIN  
 

 
Login  After registration in the Correspondence Study Program, the student 

can login by selecting Student Login from the left menu of the FAA 
Distance Learning screen. 

 
  

 
 Enter the eMail Address (including “@faa.gov”) and Password in the 

data fields on the Student Login screen. 
 

 

 
 
 Click on the Login button. 
 
  

 
Password  
Assistance 

The Student Login screen offers assistance for those students who 
cannot remember their password. 

 
 

 
 
 Click on Forgot your password?.  

 
On the following screen, enter your eMail address. 

 
 

 
 
 Then click on the Get password button. 
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CURRENT STUDENT LOGIN  
 

 
Login  Click on Problems logging in? for helpful hints regarding login difficulties.  
Assistance 

 

 
 
  

 
Welcome There are several options available on the Student Welcome screen. 
Screen 
 

 
 
 The following enrollment-related options are available: 

 
  New Enrollments  

Select this option to submit an enrollment request. 
 

  Current Enrollments  
Select this option to view enrollment status, request exams, view 
scores, and submit course critiques.  

 
 The following options are available which allow the student to make 

changes to information entered during registration: 
  Update Supervisor 
  Update Mailing Address 
  Edit Profile 
  Change Password 
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NEW ENROLLMENT REQUEST  
 

 
Student 
Profile 

The first screen displayed after selecting the New Enrollments option 
requests verification of Student Profile information. 

Data 
 

 
 
 If the displayed Mailing Address and Supervisor information is not 

accurate, click the Update link to be directed to the appropriate Update 
screen. 

 
 If the information is accurate, either click the Continue link above the 

Mailing Address and Supervisor fields or the Continue button below. 
 
  

 
Enrollment Select the course from the Course No dropdown menu. 
Request 
Selections 

 
 
 Continued on next page 
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NEW ENROLLMENT REQUEST 
 

 
Enrollment 
Request 
Selections 

Based on the course being requested, choose the most appropriate 
reason for This is required as from the following dropdown menu 
selections: 

(Continued)  Prerequisite for additional training 
  Part of an integrated program  
  A training requirement 
  Career Development 
  Refresher training 
  Follow-on training 
  Re-enrollment 
  Other 
 
 Then click on the Enroll button.  
 
  

 
Enrollment The following confirmation screen will appear. 
Request 
Submission 

 
 
 An eMail notification of the enrollment request will automatically be 

forwarded to the supervisor for approval. 
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CURRENT ENROLLMENT OPTIONS 
 

 
Current 
Enrollments 

If the Current Enrollments option is selected on the Student Welcome 
screen, summary data for the student’s enrollment history is displayed. 

Screen 
 

 

 

 
 
 Following are descriptions of enrollment categories displayed in the 

Status column: 
 

  NEW - Initial book request. 
 

  APPROVED - After approval by supervisor or Training Admin. 
 

  REJECTED - If rejected by supervisor or Training Admin. 
 

  WITHDRAWN - Either by request or due to inactivity for six  
                          months. 
 

  PENDING - If student fails the first attempt of the final exam.  
                   [This is only applicable to Technical Operations  
                    Training students.] 
 

  FAILED - If student failed exam(s) with a final score lower than 
                “70”. 
 

  COMPLETE - When student has passed all required exams. 
 
 NOTE: Enrollment status assignments of COMPLETE, PENDING 

and FAILED only apply to Correspondence Study. 
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CURRENT ENROLLMENT OPTIONS 
 

 
Completions The date the course was completed will be displayed in the Date column.  

 
To view the score, click on Check in the Grade column. A popup screen 
will display. 

 
  

 
 
  

 
Request  
Final Exam 

To request final exam materials, click on Request in the Final Exam 
column. 

 
 

 
 

 
 A popup box will display advising that an eMail will be forwarded to your 

supervisor. 
 
 

 
 
 Click on the OK button to continue. 

 
A notification will appear at the top of the Current Enrollments screen. 

 
 

 
 
 Continued on next page 
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CURRENT ENROLLMENT OPTIONS 
 

 
Request  
Final Exam 

An eMail notification of the request for final exam materials will 
automatically be forwarded to the supervisor for approval. 

(Continued) 
 

 
 
  

 
Take Exam To take an exam online, click on Submit in the Online Test column. 
Online 
 

 
 

 
 A notification will appear at the top of the Current Enrollments screen. 
 
 

 
 
 Select the appropriate Variation Number from the dropdown menu. 

 
Then click on the Continue button to proceed. 
 
Enter your responses in the Online Test Answer Sheet.  
[You are allowed two attempts.] 

 
 

 
 
 NOTE: Be aware that the system can lock up after a period of 

inactivity. 
 
 Continued on next page 
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CURRENT ENROLLMENT OPTIONS 
 

 
Take Exam 
Online 
(Continued) 

After all responses have been entered, click on the Submit button at the 
bottom of the Online Test Answer Sheet screen. 
 
The following popup box will display. 

 
 

 
 
 Click on the OK button to continue. 
 
 The following screen will display your score for the online exam. 
 
  

 
Online  
Course  

After the course has been completed, Submit will then display in the 
Critique column. 

Critique 
  

 
Log Out To exit the online system, click on Log Out. 

 
The following screen will display. 

 
 

 
 
  

 
 
 

 
 
 
 
 
 
 


